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Receivables 93A: Import Customers: Revised June 8, 2018:  
 

Adagio Receivables allows you to import New customers or to Overwrite existing customers. 

 

Adagio Receivables has a simple Customer Default import template.  There is also a sample import file to 

match this template in the sample data: 
ARCUSTIM.CSV  import file with customers for the template "Customer Default" 

 

There is also a sample file for TB related data.  Use the Customer Default import template and add these 

fields: 
Staff Member Responsible, Secondary Staff Member 1 & 2, Managing Office, Bill Rate Source, Billing Trans Sort, Bill 
Specification, Retain Statistics, Billing Method and Descriptions for Bill.  The Import file is: TBCUST1.CSV 
 

It also allows you to create your own import file templates, provided your import file contains certain required 

fields. For more information on setting up your import file and template properly, please see the Template 

Requirements section below. You can also review all available fields that can be included in the Table of fields 

section below. 

 

For information on specific types of data, see the Data Types section. 

 

You may delete the default import/export templates that are not useful to you. However, if you delete all of the 

import/export templates, the list of default templates will be recreated. 

 

File Information tab 
Use this tab to set the File format.  Excel, ASCII CSV (Delimited), or ASCII Fixed Length are the most 

commonly used File Formats. 

 

If you choose to use ‘Auto-import on startup’ for this template, you must also ‘Delete import file on success’. 

 

If you choose ‘Delete attached docs from source?’ and the field Attach PDF is imported or defaulted, the 

attached PDF files are deleted from the source location when import is done and has completed without errors. 

 

Required fields: 
 

Minimum Fields Required to import a new Customer 
 

Field Name Default Type Length Notes 

Customer Number String 6 Must be in Import File 

Customer Name 1 String 40 May be in Field Defaults 

 

Required Fields for Customers depending on Company Profile settings 
If Customer defaults have not been set in the Company Profile, Customer tab, these fields will also be required 

in Import Field Selection, Selected fields or Field Defaults, Defaulted fields: 

Control Account 

Billing Cycle 

Terms Code 
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Template Requirements Notes 
 When importing new customers, ensure the ‘Add new records’ option is selected. 

 When updating existing customers, ensure the ‘Overwrite records’ option is selected. You only require 

the customer number, and any fields you wish to change can either be imported or defaulted. 

 If any of these fields are not imported or defaulted, the value will come from the Company Profile: 

 Account set, Billing cycle, Terms, Report group, Distribution set, Distribution code, Account type 

(Balance Forward Acct? or Open Item), Interest?, Statements?, Statements Send method.  If the fields: 

Account set, Billing cycle, Terms, are blank in the Company Profile, they will become required in the 

Import template. 

 If the Credit Limit field is not imported, the value will come from the Control Account Set. 

 To import the address fields, import Address 1-3 or Street 1-3. Then include either: Address 4 OR City 

and State/Prov.  

 

Address line 4 is reserved for City and State/Prov for formatted addresses.  

 

 If you choose to import in Addresses and the last Address line has the format of ‘City, ST’, it will be 

converted to the Formatted Address layout with City and State/Prov if the Company Profile option 

“Format address?” is on. 

 

 Address lines 1 – 4 will be 30 characters in length if the Company Profile is set to ‘Limit address to 30 

characters’. 

 

 Do not import City and State/Prov information in both the respective import fields and also address line 

4 – Address line 4 is reserved for City and State/Prov for formatted addresses. If you choose to import in 

an address line and it adheres to the format of ‘City, ST’, it will be converted to the Formatted address 

layout with City and State/Prov if the Company Profile option ‘Format address?’ is enabled. 

 

 If the Company Profile option “Format address?” is enabled and Country is not imported, import will 

update Country based on the ‘City, State/Prov’. 

 

 Start Date can only be imported if ‘Allow edit of customer statistics?' is enabled in the Company Profile. 

 Valid Tax Group codes are identified from either Adagio Order Entry or Adagio Invoices, as defined in 

the Company Profile on the Tax Information tab, the ‘Tax table selection’ field.  For Time&Billing 

Related data, the Tax Group on the Customer is used as a default when new Files are created. 

 Statistical fields are only importable if ‘Allow Edit of Customer Statistics’ is enabled in the Company 

Profile. This is both for new customers or updating existing customers. 

 Optional text fld 1 – 3 may be validated with Receivables.  If these fields have been set up as a ‘Combo 

box’ or ‘Finder field’, import will respect the settings for ‘Add on the fly?’, ‘Allow blank?’, and 

‘Verify?’. 

 Preferred stat. send method and Preferred inv. send method will accept these values: 

0 – Print 

1 – Fax 

2 - Email 
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Additional Notes: 

 

Multicurrency 

 The Account set defines the customer currency. Import does not update the decimals or the currency 

code for a new or existing customer. The customer’s decimals and currency code are based on the 

currency in the Control Account assigned to the customer.  Import may be used to change an Account 

set but only if the new Account set has the same currency as the one assigned to the customer.  

 

Time&Billing 

 Bill Rate Source can have 3 values: 

0 – Staff member 

1 – Staff classification 

2 – Source code 

 Bill Trans Sort can have 4 values: 

1 – Date 

2 – Source code/date 

3 – Staff member/date 

4 – Staff classification/date 

 Bill Specification should be imported as the 5 digit file name after the TB$ and before the data 

extension. 

 Billing Method cannot be updated using import and overwrite. Billing Method can have 2 values: 

0 – File 

1 – Customer/Client 

 Descriptions for Bill can have 3 values: 

0 – Never 

1 – Before first line 

2 – Before every line 

 

DocStore 

 Attach PDF may be used to import or default an attachment file.  The attachment must be a PDF file.  A 

blank path is valid and will be ignored.  If non blank, the path must be valid.  The filename must be 

valid. 

 To clear the Document links for an existing customer, import Attach PDF with a value of [Delete].  This 

option will be ignored when a new customer code is being imported.  The [Delete] option does not 

delete PDF files; it clears the DocStore links. This option is case sensitive.  

 

Please note, this function does not clear DocStore links at the transaction level.  It only clears links for 

documents attached to the Customer through the Customer tab.  

 

Payments Add on 

 If the Adagio Invoices Company Profile, System Options tab, ‘Pre-authorized debits file format’ option 

is not set to None, PAD related fields can be imported for the Customer. 

 If Enable pre-auth. Debits is selected, the PAD Branch no., PAD Transit no. and PAD Account no. 

fields will be required. 

 If a Credit Card Processor has been set up, the Credit card fields will not be importable. 
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Table of fields: 
 

Field Name Default 

Type 

Length Req

? 

Value if not 

Imported 

Notes 

Customer Number String 6 Y N/A  

Active? Boolean 1 N Y  

On Hold? Boolean 1 N False  

Miscellaneous customer? Boolean 1 N False 0/F – False, 1/T- True.  

Attach PDF String 255 N Blank See Additional Notes: DocStore 

Customer Name 1 - 2 Strings 40 Y N/A  

Customer Identity Number String 15 N  Blank  

Short Name String 5 N Blank  

DUNS number String 9 N Blank  

Addresses 1 - 3 Strings 40 N Blank Use if not importing formatted 

fields for City and State/Prov. 

Address 4 String 40 N From Addr See Template Requirement Notes 

Street 1 – 3 Strings 40 N Blank Use with other formatted address 

fields: City, and State/Prov. 

City String 30 N From Addr 

See Template Requirement Notes 
State String 20 N 

Zip/Postal Code String 20 N 

Country String 30 N 

Contact String 30 N Blank  

Telephone String 20 N Blank  

Fax String 20 N Blank  

Contact email String 160 N Blank  

Website String 255 N Blank  

Comments 1 - 2 Strings 40 N Blank  

Manual style code String 20 N Blank  

Balance Forward Acct? Boolean 1 N Profile 0/F – False, 1/T- True 

Customer Type String 1 N Blank “A” to “E”, or blank for Base 

Terms Code String 6 N* Profile  

Billing Cycle String 6 N* Profile  

Control Account String 6 N* Profile  

Report Group String 6 N Profile  

Default distribution String 6 N Profile  

Default distribution set String 6 N Profile  

Credit Limit Number 13 N Acct Set See Template Requirement Notes 

Charge Interest? Boolean 1 N Profile 0/F – False, 1/T- True 

Payables vendor String 6 N Blank 

For Adagio Payables related data Use cust. address in A/P? Boolean 1 N False 

A/R Contact String 6 N Blank 

Credit card payment 1-2 method String 6 N Blank 
Special date format: mm/yy  

See Additional Notes, Payments 

Add on. 

Credit card 1-2 (Last 4) String 4 N Blank 

Credit card expiry 1-2 date Date * 5 N Blank 

Credit card 1-2 name String  40 N Blank 

Optional text fld 1 - 3 Strings 30 N Blank 

Optional date fld 1 - 2 Dates 6 - 10 N Blank 
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Optional amount fld 1-2 Number 13 N 0.00 Fields must first be created in 

company profile before they are 

available to be imported. 

See Template Requirement Notes 

Optional unit fld 1 - 2 Number 16 N 0.0000 

Show alerts? Boolean 2 N False  

PrintStatements? Boolean 1 N Profile  

Statmt. contact String 30 N Blank  

Statmt. contact e-mail String 160 N Blank  

Statmt. print/fax/email methods Boolean 1 N Profile 0/F – False, 1/T- True 

Statmt. print/fax/email specs String 8 N Profile  

Statmt. email cover String 6 N Blank  

Auto-attach invoices Boolean 1 N False 0/F – False, 1/T- True 

Preferred stat. send method Number 6 N Print See Template Requirement Notes 

Tax Group String 6 N Profile  

Tax Status Number 1 N Profile 0-9 

Tax Exempt ID 1 - 2 Strings 15 N Blank  

Salesperson String 6 N Blank  

Price list String 6 N Blank For OE, IC, IN, PO 

Inv. contact String 30 N Blank  

Inv. email String 30 N Blank  

Inv. print/fax/email methods Boolean 1 N True 0/F – False, 1/T- True 

Territory String 6 N Blank  

Ship Via String 20 N Blank  

Default payment method String 6 N Blank  

Preferred inv. send method Number 6 N Print See Template Requirement Notes 

Require PO? Boolean 1 N False 0/F – False, 1/T- True.  For 

Adagio PurchaseOrders related 

data.  

BR Receipt? Boolean 1 N False 0/F – False, 1/T- True. For 

Adagio BankRec related data 

Inv. OE ship to code String 6 N Blank 

For Adagio OrderEntry related 

data 

Inv. OE FOB point String 20 N Blank 

Inv. OE ship from loc String 3 N Blank 

Inv. OE pick slip spec String 8 N Blank 

Inv. OE conf./inv/cn. email 

covers 

String 6 N Blank 

Inv. OE conf./inv./cn. email 

specs 

String 8 N Blank 

Inv. OE conf./inv,/cn. print specs String 8 N Blank 

Inv. OE conf./inv/cn. fax specs String 8 N Blank 

Default OE Discount Number 13 N 0.00 

Inv. IN text code String 10 N Blank 

For Adagio Invoices related data 

Inv. IN ship to code String 3 N Blank 

Inv. IN FOB point String 20 N  Blank 

Inv. IN ship from loc. String 3 N  Blank 

Inv. IN inv./cn email covers String 6 N Blank 

Inv. IN inv./cn email specs String 8 N Blank 

Inv. IN inv./cn print specs String 8 N Blank 



Copyright 2018 by Softrak Systems Inc. All rights reserved.         6 

 

Inv. IN inv./cn fax specs String 8 N Blank 

Managing Office String 2 N Blank 

For Adagio Time&Billing related 

data.  See Template Requirement 

Notes 

Spec names are stored without the 

TB$ 

Staff Member Responsible String 6 N Blank 

Secondary Staff Member 1 – 2 Strings 6 N Blank 

Retain Statistics Boolean 2 N False 

Billing Method Number 6 N Customer 

Bill Rate Source Number 6 N Staff  

Billing Trans Sort Number 6 N Date 

Bill Specification String 6 N Blank 

Descriptions for Bill Number 6 N Never 

Enable pre-auth. Debits Boolean 1 N False For Adagio Payments. See 

Additional Notes, Payments Add 

on. 
PAD Branch no. String 5 N Blank 

PAD Transit no. String 3 N  Blank 

PAD Account no. String 12 N Blank 

Quote Alternate email String 160 N Blank 

For AdagioSalesCQ related data. 

 

(Fields are only seen in 

Customers when viewed/edited 

within SalesCQ on the Quotes 

tab.) 

Quote Home email String 160 N Blank 

Quote Home phone String 20 N Blank 

Quote Home fax String 20 N Blank 

Quote Salutation String 30 N Blank 

Quote Letter name String 30 N Blank 

Quote total – PTD, YTD, LY  Number 13 N 0.00 

Quote count – PTD, YTD, LY  Number 6 N 0.00 

Quote contact String 30 N Blank 

Quote email String 160 N Blank 

Quote print/fax/email methods Boolean 1 N True 

Quote print/fax/email specs String 8 N Blank 

Quote email cover String 5 N  Blank 

Preferred quote send method Number 6 N Print 

Statistics – Totals  

PTD, YTD, LY 

Number 13 N 0.00 

Information unless ‘Allow edit of 

customer statistics?’ is selected in 

the Company Profile. 

Statistics – Counts  

PTD, YTD, LY 

Number 6 N 0 

Start Date Date 6-10 N Session 

Total days to pay Number 6 N 0 

Total invoices paid Number 6 N 0 

Receivables automatically creates a default template which includes fields in Italics above. 

  Date fields are set to ASCII – YYYYMMDD format. 

 

Data Types and Additional Notes 

 

Dates: 

 4 possible formats to choose from: 

 ASCII YYYYMMDD – 2 or 4 digit year formats allowed (“080128” or “20080128”). 

 Date – The Julian date format as a number of days since Dec 31 1899. (ie 37649). 

 WinFormat – The ‘short date format’ as defined in the Windows Regional Settings (ie “01/28/2008”). 

 User specified – Set the desired date format exactly as it is in the import file (ie MMM dd yyyy if this 

date is formatted Jan 28 2008). Do not use 'User-specified' date format with Excel. Format cells in Excel 

affects the display but not the stored value for the date. 
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Strings: 

 Setting an offset for a field, larger than zero, will skip that many characters from the beginning of the 

string. 

 Extra characters after the defined field length will be ignored. 

 

Numbers: 

 Negatives use a leading ‘-‘. 

 If decimal amounts are required, they must be entered into the import file. 

 

Booleans: 

 ‘True’ can be defined either as a 1 character string “T” or the number 1 

 ‘False’ can be defined either as a 1 character string “F” or the number 0 


